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Recommendation #4 
 
HUMC management ensure someone with no payroll responsibilities traces terminated 
employees’ names to the Payroll Sequence Register for at least three consecutive 
months after termination. 
 
Current Status:  NOT IMPLEMENTED 
 
This control is intended to ensure that terminated employees are not paid after they are 
terminated.  HUMC management indicated that an employee has not been assigned the 
responsibility of tracing terminated employees’ names to the Payroll Sequence Register 
for three consecutive months after termination.  HUMC management needs to ensure 
staff implements this procedure. 
 
Recommendation #6 
 
HUMC management instruct Payroll staff to not process time cards with alterations 
unless they have been initialed by the employee and supervisor. 
 
Current Status:  NOT IMPLEMENTED 
 
HUMC issued a memo restating the Department’s policy that employees and 
supervisors must initial time card alterations.  We reviewed 20 time cards and noted 
eight had alterations.  In all eight instances, neither the employee nor the supervisor 
initialed the alteration, but payroll staff still processed the time card.  HUMC 
management needs to ensure Payroll staff do not process time cards with alterations, 
unless they have been initialed by the employee and supervisor. 
 
Recommendation #10 
 
HUMC management monitor standby hours scheduled/worked to ensure employees do 
not earn more than their maximum allowable amount per month. 
 
Current Status:  NOT IMPLEMENTED 
 
HUMC still does not monitor standby pay earnings to ensure employees do not receive 
more than their maximum monthly allowable amount.  As a result, four employees 
exceeded their allowable amount for at least one month during the first half of 2001, 
resulting in small overpayments.   
 
Recommendation #16 
 
HUMC management ensure payoffs are conducted at least twice a year at all pay 
locations. 
 
Current Status:  NOT IMPLEMENTED 
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County Fiscal Manual Section 3.1.11 requires semi-annual payoffs, where payroll 
warrants and notices of direct deposit are released to employees only after each 
employee has shown proper identification and signs for the warrant/notice.  Our initial 
audit found payoffs were not conducted at four of six locations reviewed.  Since our 
initial audit, the Department has conducted payoffs at only three of its 157 pay locations.  
HUMC needs to ensure that semi-annual payoffs are conducted at all pay locations. 
 
Recommendation #17 
 
HUMC management ensure that staff independent of personnel/payroll functions 
verifies that written approval exists for each supplemental warrant issued and listed on 
the CWPAY Report of Supplemental Payroll Warrants Issued. 
 
Current Status:  NOT IMPLEMENTED 
 
The purpose of this control is to ensure that supplemental warrants are properly 
approved and are issued for valid reasons.  The Department still does not perform this 
function. HUMC management needs to ensure staff independent of personnel/payroll 
functions verifies that written approval exists for each supplemental warrant issued and 
listed on the CWPAY Report of Supplemental Payroll Warrants Issued. 
 
Recommendation #18 
 
HUMC management ensure that correct leave codes are used while employees are on 
extended sick leave. 
 
Current Status:  PARTIALLY IMPLEMENTED 
 
The Department now performs post audits of time cards.  Each pay period, payroll 
clerks select 30 time cards entered into CWTAPPS by another clerk to ensure that the 
information was coded correctly.  However, these procedures do not specifically focus 
on time cards coded for employees on extended sick leave.  As a result, we continued 
to find errors.  We found four (27%) of 15 employees tested were coded improperly.  
This resulted in incorrect leave balances and payment errors ranging from a $148 
overpayment to a $54 underpayment. 
 
Recommendation #19 
 
HUMC management ensure overtime worked is pre-approved.  In emergencies, the 
approval should be obtained as soon as possible after the overtime is worked. 
 
Current Status:  PARTIALLY IMPLEMENTED 
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DHS policy requires all overtime to be pre-approved by the Department head or 
designee, except in emergencies.  In emergencies, the approval should be obtained as 
soon as possible after the overtime is worked.  HUMC delegates pre-approval of 
overtime to lower level management.   
 
HUMC reissued its overtime policy to staff.  To determine if guidelines are followed, we 
reviewed 127 overtime days worked.  We found that 46 (36%) days were not supported 
by authorization forms and 59 (46%) days were approved an average of 17 days after 
the overtime was worked.  Although HUMC reissued its overtime policy to staff, 
management still needs to monitor to ensure that staff complies with the policy.   
 
Recommendation #22 
 
HUMC management periodically review employees’ profile assignments for 
appropriateness.  Employees who no longer require CWTAPPS access should be 
deleted from the system. 
 
Current Status:  PARTIALLY IMPLEMENTED 
 
In our follow-up, we noted three employees who have inappropriate CWTAPPS access 
based on their job responsibilities.  For example, two Personnel Section employees 
have the ability to make changes to payroll data.  HUMC reviews security listings to 
identify employees whose CWTAPPS access should be canceled because they have 
terminated or transferred.  However, this review does not include reviewing whether 
current employees’ profile assignments are appropriate. 
 
Recommendation #23 
 
HUMC management utilize processing centers so that staff cannot access their own 
personnel/payroll information on CWTAPPS. 
 
Current Status:  NOT IMPLEMENTED 
 
Employees can be grouped into processing centers (e.g., by pay location, division, etc.) 
to further control the payroll and personnel information accessible to each user.  
Processing centers help ensure that payroll and personnel staff do not have access to 
their own payroll/personnel information on CWTAPPS.  HUMC management has not set 
up its processing centers to comply with this recommendation and should do so 
immediately.   
  Review of Report 
 
We discussed our report with HUMC management and provided the Department with a 
listing of overpayments and underpayments so it can investigate and take appropriate 
actions.  The Department response, attached, indicates that it will fully implement all 
recommendations by April 1, 2002. 
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We would like to thank HUMC management and staff for their cooperation and 
assistance during our audit.  If you have any questions, please call me or have your 
staff contact DeWitt Roberts at (213) 974-0301. 
 
JTM:DR:JS 
 
c: David E. Janssen, Chief Administrative Officer 
 Violet Varona-Lukens, Executive Officer 
 Department of Health Services  
  Thomas Garthwaite, Director 
  Sachi Hamai, Inspection & Audit Division 
  Tecla Mickoseff, HUMC Administrator 
 Public Information Office 
 Audit Committee 
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